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Welcome to eLMS for contractors Job Aid

eLMS is the FAA'’s electronic Learning Management System (eLMS). Through eLMS, FAA
contractors receive required, online training.

eLMS Access

The web address (URL) used to access the eLMS home page is: https://elms.faa.gov. Both
eLMS administrators and users (employees and contractors) will access eLMS from the
welcome or splash page. Your local eLMS administrator is your resource for more information
about eLMS. If you haven't been introduced to him or her, ask your FAA supervisor for an
introduction.

New users are generated in eLMS via the FAA email system. If you are a new FAA contractor
you may not have a FAA email address and eCenter (webmail) password right away.

Tasks: A: Logging into eLMS with a FAA email address (Siteminder)

B: Screen Overview
This Job Aid shows the main screen areas found in eLMS.

C: Viewing Your To-Do List

Your To-Do List provides a list of training that you are required to complete as a new
contractor in the FAA. If you have questions about this training, please speak to your
eLMS administrator.

D: Using Learning Notifications

E: Viewing Your Curriculum Status
This job aid assists users in checking any curricula to which they are assigned.

F: Viewing Your Completed Work
The purpose of this job aid is to guide users through the step-by-step process of
viewing their Completed Work.

G: Launching Online Content

The purpose of this job aid is to guide users through the step-by-step process of
identifying and launching online content. If there is an issue or problem with the online
training not automatically recording a learning event, contact the eLMS Help Desk at
405.954.4568 or email eLMSHelp@faa.gov.

H: Using the Simple Catalog Search
At times users want to search or are asked to search for items in eLMS. All ltems
available for users to view are located in Catalogs.

Users can use the catalog to locate items, assign items to their To-Do list, and launch
online items.

I: To-Do List Tools

J: Resources
From the eLMS welcome or splash page there are additional training and informational
resources for users.

Task A: Logging into eLMS with a FAA email address (Siteminder)
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1. Openthe URL
https://elms.faa.gov in your
web browser.

& eLMS Splash Page_Internal - Windows Internet Explorer
‘ @\‘: A4 \g https://=imn= . faa.gov/

2. Click the link for the
appropriate login page.

3. Enter your FAA email address.

Your Federal Emall Address

4. Enter your FAA eCenter
(webmail) password.

Password

Il

5. Click the Agree & Sign In
button.

Agree & Signin >

6. If you forget your password,
contact your local IT help
desk.

The help desks serving the most customers are:

+ ATO National Service Center (NSC), 1-866-954-4002
* ARC Customer Service Center (CSC), 1-866-641-3500
* AVS National Service Desk (NSD), 1-877-287-6731

Task B: Screen Overview

1. When you log on, the system
displays a News page that the
FAA and Lines of Business
(LOBSs) can use to
communicate with you.

(Optional) Check the Do not
show this page every time |
sign in checkbox to have the
system only show the News
page when it has new or
modified content.

If you check this checkbox,
you can click the News link
(under Easy Links) to review
the content of the News page
or change the setting.

W Welcome to the new and improved elMS!

K.
e~ R "'.
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)0 2ot ko toh 3ege every tew | sign b

Do not show this page every time | sign in

{Note: Paze will automatically display if there is new content)

2. Click the Continue button.
The Home screen appears.

Continue
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‘Welcome to the FAA= eLMS Deborah Koehle | &6 Check System | Close Session
eLMS Helpdesk {6am to 6pm Central Time Support)

eLMSHelp@faa.gov 405-954-4568

Deborah Koehle
Consuttant

To-Do List
[ Q Show: | Everything v | m

Due within a week

Catalog [

10/3/2012 "H {68000217) Emergency Action Plan/Fire Prevention Plan R...
fvailable

Due later

973072013 (30200201} ASH SAVI FY12 Course
failable

Curricula Completed Work

B Overdue (0)
i 1 item completed in the
Due in 30 days (D) last 30 days.
 Due Later (1)

B Information System Security LOB Awareness Training 2012
fvailable

3. The Top Menu bar divides the Admin
system interface areas.
If you are an eLMS admin,
you will have two tab options:
Home and Admin. Your tabs

may differ depending on your
roles.

4. The Alerts link tells you if you
have actions pending. This
link will take you directly to the Your Talent Profile is Incomplete
correct screen to take the )
action.

You have overdue curriculum requirements

5. The To-Do Listis a To-Do List
consolidated view of tasks [ Q Show: | Everything - NEE
requiring action. All tasks are
in one place. Select the Show
drop-down list to view your To-

Due within a week

10/372012 "il (68000217) Emergency Action Plan/Fire Prevention Plan R...

Do List by All Learning, fwailable

Registrations, Online Courses, | | Pue fater

or Assessments, etc. 2/30/2013 @ (30200201) ASH SAVI FY12 Course
fvailable

There are two ways to view
the To-Do List: List View
(which is default) and Card
View (which displays more
information about each task).

B |nformation System Security LOB Awareness Training 2012

fvailable
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6. Click the Card View To-Do List
icon to show full details for I Q| Show:| Everything \~ PLELED
each task. The card view s (o o o™
displays available actions. 10/3/2012
EE] (68000217) Emergency Action Plan/Fire Prevention Plan Review -
Click the List View icon ASSESS"}'P}"t Required | Aot
tO SWitCh baCk tO the default Due by 10372012 | Required | Assigned by CS0_Test
view @y Assessment FAAG68000217
' ﬂ Thiz docurnent review nurnber is bo be used to docurnent the
required employes has performed the review of their site
specific Ernergency Action Plan (EAP) and.. .more
Elended Item i i
You are NOT REGISTERED C view petails
There are NO SCHEDULED SESSIOMS for this course.
Request Schedule for this itern,
2 days remaining  Available
7. Hover over the Title inthe To- | = (30200201) ASH SAVI FY12 Course
Do List for additional A I S e :
information and available  vorare]  SYEEmAD | e mei
links. Mwiabile Onignated From Curriculum =
Course FAAIDZ00201
Seaurty smsrensss i the cornarstone that ereures the
securdy of FAA Facktens, assats, and rformation. FAR
Crdhie 1600.60 requees that o FAA exployees,. mere
Orice Iten
Avadabile
364 days remaining
8. The Catalog search box _ Catalog ] Q
allows you to perform a quick »
search for related items in the
catalog.
9. The Easy Links support easy Easy Links &
navigation.
. Approvals Plewz
You can access a link to — — -
locate and perform your A515 Cptions and settings
activities. You can also Blackboard Learn ecord Learning
configure the Easy Links by CHEL
clicking the Configure Easy eLis Resource C - Inwentary
Links[ﬁ_’ icon. Then click the
up arrow B to contract the list
or click the down arrow & to
expand the list.
You must show at least one
link.
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10.

The Status Pods panelis a
way for you to view a
snapshot of progress on your
learning activities.

Pod options include Curricula
and Completed Work. Your
pods may differ depending on
your roles. Click on each Pod
Title to see details for each.

Curricula >> \ [ Completed Work >\

B Overdue (0)
Due in 30 days (0)
= DueLater (1)

& 1item completed in the
i \' last 30 days.

11.

The Help link or the Help icon
(in the upper right-hand
corner) display context-
sensitive help for the specific
section currently open.

12.

Use the Breadcrumbs link to
view previous screens.

Do not use the back button on
your web browser while
working in eLMS.

— Back

— Refine Search

Task C: Viewing Your To-Do List

1. The To-Do List appears from To-Do List
the Home screen. - 2 Shows| Eversthing - L
The To-Do Listis a Due within a week
ConSOIidated VieW Of taSkS 105372012 [ (68000217) Emergency Action Plan/Fire Prevention Plan R...
requiring action. All tasks are husilable
in one place. Due later
There are two ways to view 2/30/2013 @ (30200201) ASH SAVI FY12 Course
the To-Do List: List View #uailable
(Wthh is dEfaUIt) and Card B |nformation System Security LOB Awareness Training 2012
View (which displays more surilable
information about each task).
2. Click the Card View L= To-Do List
icon to show full details for ' o) Show: | Everything - | (B ED

each task. The card view
displays available links.

Click the List View m icon
to switch back to the default
view.

Due within a week
10/3/2012

(68000217) Emergency Action Plan/Fire Prevention Plan Review -
Assessment
Due by 10/3/2012 | Required | Assigned by CS0_Test

Assessment FAAGB000217

v
M This dacurnent raview nurber iz ba be used to dacurient the
required ernployes has performed the rewiew of their site
specific Emergency Action Plan (EAP) and .. .more

Elended Item

You are NOT REGISTERED iisntnerail:

There are NO SCHEDULED SESSIONS for this course,
Request Schedule for this itern,
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3. (Optional) Select the Show

: _ Show: | Everything |+ |
drop-down list to view your To- -
. . Everything
Do List by All Learning,
Registrations, Online Courses, e Al Learning
or Assessments, etc. il N
Registrations
ed
Online Courses
LT External Requests h
Course Evaluations
Azzessments
-hing fo Performance Reviews

4. (Optional) Enter text into the Search To Do list... )
Search box to search your To-
Do List. Then click the
Search 3 icon.

5. Hover over the Title in the To-

Do List for additional
information and available
links.

ate

Task D: Using Learning Notifications

(30200201) ASH SAVI FY12 Course
- 302
ferilabie

S Infor matbor

- (30200640

Due by 9/20/2013 | Required | Assgned by

DEBORAH A KOEHLE 5 Gw o Costent

Orignatad From Cureiculum

Cowrse FAAZD200201
Seouty amarenass is the comerstone that ereures the
securdy of FAA Taclties, adsets, and rformabion, FAA
Crdder 1600,69 regures that ol FAA englovens.. mers

Orlre Iten

Avaiable

353 days remaioing

4 Thew menaity

1. Click the Options and
Settings link from the Easy
Links submenu on the Home
screen.
2. Check the appropriate : o
checkbox(es) next to the Learning Notifications
Learning Notifications you - . o .
would like to receive. Motify me when an item is added to my To-Do List
[ Motify me when an item is modified in my To-Do List
[ Motify me when an item is removed from my To-Do List
3. Click the Apply Changes

button.

Apply Changes

Task E: Viewing Your Curriculum Status
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1. Click the Curricula pod, from | (curricula >
the Home screen.

B Overdue (1)
Or click the You have . Due in 30 days (0)
curriculum requirements to ' Due Later (0)

address link next to your User | |

Card.
You have curriculum requirerents to address
&
2. The Curriculum Status screen | i i Muxt Action Date e Exgivation Date  Asslgped By
W|” appear C“Ck the Reguired traindeg 10r FAA coott ncion { $/20/2011 WA Agmin |System AP

Curriculum Title for more
information about the

curriculum.
3. This displays the Curriculum Coarriésfom Dotalts
Details including status - Roomodrmyr o il
(complete or incomplete). S e Saas
Click the “+” sign next to each e ey

requirement.

A completed training is
indicated with a green check
mark and the completion date
the training was completed.

4. To launch online items (which 6o to Content
display an item type icon of

= ), click the Go to Content
button.

Task F: Viewing Your Completed Work

1. Click the Completed Work
pod from the Home screen.

Completed Work >>

& 2 items completed in the
last 20 days.

2. The Completed Work displays | “meemes ven
a combined list of all tasks S Chapione
completed. It combines

smaeterey Hatory

. T Tite Tota Comphetion Date ¢
learning and performance wole L E—"]
activities such as courses, vermvg (R A5 N1 G AN 110
performance I’EVIEWS, and Caamvg CMIR0T 241 551 - Aceecrvidtiitty Boand Tomwoneg S Masar by 61412011 0900 2
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competency assessments.

Select any column header to
sort the display based on Title,
Status, or Completion Date.

The sort order '~ arrow
indicates the column is sorted
in ascending order.

3. (Optional) Select the Type Type
drop-down list to view your
Completed Work by Learning All v
and Performance Activities.

4. (Optional) Enter text into the Title
Title box to search your
Completed Work.

5. (Optional) Select the Status
drop-down list to view your
Completed Work by | Al v |
Completion Status.

Status

6. (Optional) Select the Show Show Completions: [ MM/DDIYYYY |
/ ) pletions: | Before | » [ | MM/DD/YYYY | ] :
Completions drop-down list " —
to view your Completed Work . .
by completions After, Before, Skatus After AR SR
or Between selected dates. All S .
Then click the Calendar !
. Between BATI2011 02:33 PM
icon to select a date.

7. Click the Find button. —

8. Hover over the Title to show

. . Information System Security LOB Awareness Training 2012
the item record. The View

Details, Print Certificate, or Credit Hours : 1.50 -
Review Content links allow 000 Contact Hours : 1.50 Q ¥iew Details
you to view more information, Completion Date ; 1jz5/z01z 1001 &M | —~

. . . \SH § LE:] Print Certificate
print the certificate, and review | | T

online content (if enabled). to Firl = Review Content

DO NOT print the completion
certificate. There is no need to
print and save the certificate
because eLMS stores your
completion record in your
completed work.

Task G: Launching Online Content

Welcome to eLMS for contractors Job Aid Page 8 of 13




dms=

1. Hover over the Title of the In progress (30200666) Employee Tutorial - Using the FAA’s eLMS |
item you wish to launch from = (3020
the TO'DO LlSt on the Home hvailable Recommended Azsigned by JENNIFER E ( N
screen. W ooooszss] o T
In progress Course FAA3DZ00666 0 view Details

This short tukorial introduces emplovees to the functionality  ~—+— —

Aircraft Ce aof eLM3, version 6.3,

dhust be re Onling Ttem

B Getting 5t Available

2. Click the Go to Content link.

E} o to Content

3. This may bring you directly to Online Content Structure

the content, or you may need R e
to click on a [esson liNK tO Start | s s mow s 1o
the lesson. When you have
completed the item, eLMS will

automatically record your Bo ot é.los?rt,!.“?. . deroispne

whzind 1rar Bvwe tree I A b e

completion.

4. The content launches in a T =2
separate window or tab. led 32 i %% 4 =
Complete the content as M e Vew  Faarkss  Took  heke v P9 seend Mo Tookas = :
prescribed in the course. Click | === = - sfissscimnm Sl i BBl
the Launch button.

Note: If you need to exit the. Using the FAA's eLMS

online course before you finish ) ) ‘ |
. . To secene credt for the course, Vo it congiete etfier the Presentive Vernon or Accessdle Version of tdie |

completing it, make sure you course. eked below

close the course via the exit 5T e i cm s Lasini§ i ik o |

For & ADA Section S08 accessible version of this sanmg. chck 9o one or both of the first two Toks below |

menu Of the IaunChed course. When you have completed the cowrse, please dose this -:.J:- W to yetum 10 eLMS

This will bookmark your place

in the course.
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5. When the content object is
complete, the window closes, -
and returns you to the Online
Content Structure page.

reme Tidiww

Online Content Structure

wing the Fad 'y o6

Do not close this page ...

A ind ity S b

-----

Completed Work

6. Once the content or all
content objects are
completed, the completed item
will appear in your Completed o
Work.

DO NOT print the completion
certificate. There is no need to
print and save the certificate
because eLMS stores your
completion record in your
completed work.

Taw Tive

MRG0 ) AN AR EY L) Comrin Py winen

St Lo pietonns

Yata Completin Dits *

LR PP

IR0 261 ST - Accaoniaivty Boand Towwong Sw Masar s

Task H: Using the Simple Catalog Search

1. Click the Catalog link from the
Home screen and continue to
Step 3.

Or, enter one or more key
words in the Search Box to
search for a specific item.

Catalog r

A
-

2. Click the Search icon. d

3. Enter one or more key words | Catalog
in the keywords field (next to
the Catalog link) to search for
a specific item or leave the

field blank to display all items

in the catalog.

You can also filter your search
by checking any combination
of the Instructor-led, Online,
Blended, Other, or Exact
Phrase checkboxes.

The Exact Phrase searches
for your precise search
phrase.

P tarcds M istuctarted ¥ Ontne ¥ Blanded ¥ Otney

I LxsctPhrass T Search Al Languages
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4. Click the Go button. [E

5. The search results will display | Search Results

below. To view more

Catalog Search Results

information regarding the item, T Tye
click on the Item Title. @ (30200666) Employee Tutorial - Using the FAA’s eLMS =]
@ (30200667) Supervisor Tutorial - Managing My Employees in eLMS =]
6. From the results, you can Add to To-Do List

either click the:

e Add to To-Do List button Go to Content

(to add the item to your To-Do
List) Note: adding an item
does not mean that you are
registered for the course. Ask
your training coordinator to

register you.

¢ Go to Content button (to
launch the content right away)

Task |I: To-Do List Tools

Button or Icon

Does this:

=] or These icons indicate that this item is online training.
These icons indicate that this is On-The-Job Training (OJT). Click on the
2o Item Title for more information. Your manager must mark these items
completed (record the completion in eLMS) after you meet with him or her.
These icons indicate that this is instructor-led training. You will need to ask
@ or ‘= your training coordinator to register you in a scheduled offering of the item,

or follow your organization’s business process for registration.

Go to Content

Available if online content exists and is available at this time. This will open
the content. Employees must receive supervisory approval prior to taking
training, including online content.

Add to To-Do List

This button allows you to add the item to your To-Do list. However, adding
an item does not mean that you are registered for the course. Ask your
training coordinator to register you.

Task J: Resources
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Weloome 10 2 FAA eleaming Managament System
- (eLMS), e FAA'S tralning and Jeaming management
system. Using elMS, empioyess can take online traiing
i e e O o Gk iy O —
nistories.

Towiew mandztory training requtremsnts, Slick nere. Forgot jour eCerter a3ssward?

n;’wmnmarumm,

T

The sLM$ Program Managemant OfNcs would ks your fesaback, via ths survey ink baiow, regaraing your
eperiznce Wit eLIAS Lnctionally, 300 37 SUgQSstions you NAVE 0 IMprove X Al your conveniencs, plesse compiess 370
SUM PR Sunvey. This 15 not 3 manastony suney

Resource Center

selcome 0 eLMS Job Ald
Piaase note: 12 st pOMon of 2is SuNvey CONMAINE QURETNE 10 D2 answered by Users who ars NOT Admins. The 520000 S O D

DOrtion of e suTvey CoMtalns QuESions N3t 3ne %0 b2 3newered by Ussrs who ARE aiso AGmins I jou 3re bom 2 User and
Aomin, plezse compiste Do portions. CIkK hers to 3ccess Bis sunvey. This survey will b2 3.2iizole untll COB, Fridsy
October 15, 2012 Thark you O your Segoack

For onlin2 comtent or technical issues,
COMaCt M2 eLMS Hel Decsk from 6 am 0 6

pn Central Time 3t eLMSHelof33 govor
405-854-4363
Human Trafficking Retraining information Or contact us S-AHD-Leaming-
On Fridzy August 10, 31l FAA empioyees (2x020t 00r hose I Jod s2ries 1102) were 3ssigned Human Tramicking traling. Senvk a0y

This training contains two parts: 30 ntroouction viszo 370 3 s70n iesson. Both parts must be taken in order to

1909ive 2 compistion. This course s requined 2very tree years. Onos you compists he training. iz Rem il remain on
our To-Do List, appaarig i1 tne Due Later section. The dus date shoukd be hree y83rs from wour completion date. 7o Need More Info on eLMS?
Sxampie. 103 CoMpiete e ralning tocay, August 10, 2012, jour next due 6t 1s August 10, 2015

SLMS % & Resources
Teleworking? To 162 0n-Ine CoUrSes WAl 10U 212 isworcng. ALVVAY § 300258 eLMAS directl) tough inemet Expiorer Traiig i sU2S

DO NOT 300855 eLMS farough VPN bacause completions for on-1ine courses aremt recoroed

Trainkhg %or Contraciors

1. The eLMS
Alerts section
will notify
users and
supervisors of The eLMS Program Management Office woul
any important experience with eLMS functionality, and any sus
information. complete and submit the survey. Thisis notar
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2. Click the | : ‘

spproprico

link for the

information Resource Center

you need. Welcome to eLMS Job Aid

For online content or technical issues,
contactthe eLMS Help Deskfrom 6 am to
6 pm Central Time at eLMSHelp@faa.gov
or 405-954-4568.
Or contact us: 3-AHD-Learning-
Senices@faa.qov
3. Web-Based The following web based training (WBT) is available in eLMS for

Training for employees and supervisors:

Employees o FAA30200666, Employee Tutorial - Using the FAA's eLMS
Additionally, another WBT is planned for a future release date still to be
determined.

¢ FAA30200674, Using My Goals Workspace in eLMS (Target Audience
is all employees.)
4, eLMS The eLMS Resource Center
Resource (http://www.academy.faa.gov/intranet/elmsadmin/
Center

AdminCrs/FAA eLMS Resources/pages/basic.htm) will include job aids,
web based demonstrations, practices and frequently asked questions for
this version of eLMS. This area is behind the FAA firewall. Contractors that
do not have access to sites behind the FAA firewall will have access to
training materials from a separate web location at:
https://elms.faa.gov/contractors.html.

Some examples of the demonstrations and practices that will be available
on the eLMS Resource Center are:
¢ Launch an Online Item - Try It (Target Audience is all employees.)

e View Curricula - Try It (Target Audience is all employees.)
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